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INTRODUCTION

The proceedure covered in this document provides a ONE-NET user the ability to add Public
Folder Contacts Lists to the search order of their Outlook address book. State the
requirement and approval authority for the system/capability and why it is necessary or
essential to acquire or develop the system. The Public Folder Contact’s List is intended for
use by ONE-NET Customers.

A. Purpose
This document provides detailed operational procedures for adding Public Folder
Contacts Lists to the search order of their personal address book on ONE-NET
B. Reference Material
List miscellaneous documents relevant to this procedure.
nn
C. Scope
The operational procedures covered in this document apply to (either both the classified
and unclassified networks, the classified network only, or the unclassified network only).
Right-click affected check boxes, click Properties and select Checked for the Default
value to check.
nn
Affected | Location Code | Affected | Location Code
] ONE-NET Enterprise ON ] Yokosuka, Japan YO
] Manama, Bahrain BA ] Atsugi, Japan AT
] Naples, Italy NA ] Diego Garcia) DG
] La Maddalena, Italy LA ] Guam GU
] London, United Kingdom UK ] Chinhae, Korea KO
] Rota, Spain RO ] Misawa, Japan MI
] Sigonella, Italy SG ] Okinawa, Japan OK
] Souda Bay, Greece SB ] Sasebo, Japan SA
] Singapore Sl
Table I-1 Scope of (name system/capability)
D. Audience
This document is intended for the following audience:
e Network Administrators
e Installers
E. Assumptions/Constraints
15 MAR 2006 1 407 XXX. XX
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List any training (if any) that needs to be required before installation/operation of the
capability/system.
nn
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1. PROCEDURE

A. After logging onto their ONE-NET Workstation, the user can start Microsoft
Outlook by clicking on Start | Programs | Microsoft Office | Microsoft Office 2003.

oo
benefits.pdf [T Accessories 3
|jAt'C d Gold (3=
— 7] ld ™) Microsoft Cffice Tools 3
- G QuickTirme » li)] Microsoft Office Access 2003
prupdli_ica. . [T Roxio Easy CD Creator S 4 Eﬂ Microsoft Office Excel 2003
oc |:| Skartup 3 Ij Micros ice InfoPath 2003

[l Adobe Reader 6.0

E & Internet Explorer ij Microsoft Office PowerPoink 2003
currentumaus  NM_PERF o B4 InterVideo WinDVD |B] Microsaft Office Publisher 2003
current.maud  MM_PERF.zip
L'ﬁ] Outlaok Express @ Microsoft Office Word 2003

Bl Symantec Antivirs Client

% % 3 volo View Express

. R ) Windows Explorer
COmptraller,.. IIS_S_Step...
4 Windows Journal Viewer

‘& Windows Messenger

e w W Windows Mavis Maker

rlé’] Mew Office Document 2] WinZip 9.0 3R-1

[T Administrative Tools 3

L) e O (B [T McAfee Deskbop Firewall 3

-"»:3 Remote Desktop Connection
R PlEEiEs ' ) Gradkell Systems, Inc

;. Docurments 4

D Setkings 3

Windows XP Professional

(st (@ d@@MOE2OMBWE QDS RO
B. After outlook is started, user should choose the to have the Navagation Pane
viewable. The Navigation Pane looks like a small Pane to the left of your screen
with multiple folders in view. If your Outlook Window does not look similar to the
one below, with the folder bar on the left side of the screen, you can toggle the view
by pressing and holding down the ALT key and then hitting the F1 key.
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Folder List Public Folders £
|Recetved T |See v =]

All Folders * [1|@ From | Subsect

=] @ Flant, Keith CTR (MCTS Naples NE)
Calendar
[83] Contacts
(3] Deleted Items (2}
(7 Drafts [1]
L5 Inbox (1)
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3 Junk E-mail
o] Motes
L) Outbox
[ ent Ttems
& Tasks
(= [ Search Falders
| For Folow tp
| Large Mai
| tinread Mat
(59 Mailbos - Plant, Keith Contractor (HC]
£ Mailbox - Schmidt, Andrew CTR USH
5 Personal Folders
9 Personal Folders
g

[ Favarites
1= 1 All Public Folders
[ Europe
[ ExchsyncsecurityFolder
£ Far East
[ Internet Newsgroups
[ Middle East

Folder Sizes
Data File Management. .,

REEO 2 -

C. Inthe Folder Pane, locate the Public Folders tree. Expand this tree by clicking on
the [+] symbol next to the tree (see below)
[+l =5 Personal Folders

S Pubic Folders!
| Favarites
[ All Public Folders

D. After expanding Public Folders, the user should see a folder named All Public
Folders. Expand this folder, then expand Europe and finally expand Contacts.
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|1 Favarites
=1 3 All Public Folders
= |1 Europe
- =] Conkacks
=] CrALK
5= CME Maples
A= MAS Sigonela
&= MAYSTA Rioka
=] MCTS Sicily
&= M3A La Maddalena
A= M3A Souda Bay

E. To add one of the contact groups to your Outlook Address Book search list, simply
RIGHT click the group that you would like to add and select Properties from the
menu. A new properties window will appear and by choosing the Outlook Address
Book tab on the top of the window, you must check the “Show this folder as an e-
mail Address Book” check-box and then click ‘OK’. Repeat this process for each

contact group you would like added.

L PR (W TR ]

B Cro
8 CN [ Open
S NA Crpen in New Windaw
FER
8 NG Send Link ko This Folder
PR Advanced Find...
8 NS
| LaMag
+ L Naples 02 Copy "CHALK"...
|1 Rata
[ Sigong
[ Souda ale
[ Exchswncs
+| [ Far Eask | =4
[ Inkernet i add ta Favorites.
+ [ Middle Eas
Mark. ol as Read
Folder Sizes
Drata File Managemer
Properties
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F. After you are finished added all the desired contact groups, you may now access
them easily by opening your Address Book in Outlook by clicking on the icon that

looks like this :

- on your tool bar. A window similar to below will appear. Now

click on the down arrow near the “Show Names from the:” menu and you will see
the newly added contacts list available!

File Edit Yew Tools

[E% Address Book

| G 5 X 15 [

Tvpe Mame or Select From List:

Shiows Marnes From &

I Global Address List
Cublook Address B
I Mame Business Phone Office Title: Company Alias ALK
@4‘37 ALL USERS 49T7ALL CME Maples
497 CI¥ ALL USERS 497 Civiliang Contacks
497 MIL ALL USERS 497 MIL Global Address List
Aarndel, Leandre CTAZ (CHFT) 315-243-3754 CTAS 1JSH Aarndel.Leangall Address Lists
Aaron, Aja C, CIY G5-7 USM NCTS MAPLES NOA 0 SECRETARY SN Aja.baron All Conkacks
abadilla, Noel CEZ (MCT3-FE) 315-243-7236 NZ4 CEZ2 SN Moel Abadilla | All Groups
Abano, Fomeo PSCM CUSHC 1 011-973-1785-9393 1 PRCM 1JSh Raomeo.abana|  All Users
Abarca, Reymundo C52 NS4 TQ 011-973-1785-4649 TG SUPPLY 52 (] Reymundo.ab|  Bahrain
Abbott, William LCDR (CDS515) 315-243-9093 M4 LZDR. COMDESROM 15 William.Abbot] Europe
abbruzzese, Carmela Ja-4 IT USH {CHRE) 39-031-568-5960 CMNRE RM(14) Ua-4 1JSh Carmela, Abbr La Maddalena
ABC Admin (CNFI) 315-243-8072 COMMAYFORIAP, .. CMFI, ABC. Adn Maples
ABC Helpdesk (CMFI) 315-243-8072 COMMAYFORIAP, .. CNFI, ABC Hel Rota
ABC MNews (CHFI) COMMNAYFORIAP, ., CHFJ ABC, Me Sigonella
ABCM Help - Bahrain 011-973-1785-6238 1JSH ABCM, Help Sauda Bay
abdulla, Khalid ¥ FORMATL-BH CIV MSA NSF - 011-973-1785-4258 MNSF CIY JsM abdulla_bahta| Public Folders
Abdullah, Magdy 5 FORMATL-PH CIM M5A C.,, 011-973-1785-3527 CHRESWA, CIY 5N Magdy, Abdullab Ex
abe, Hiroko FORMATL-1A (CFAY) 315-243-9616 200 MLC MLC Hiroko, Abe, 14 Ex
abe, Maki FORMATL-IP (iCMF1) CE11N MLC COMMAYFORIAP, .. Maki.Abe, J4 Ex
Abe, Masaru LCDR (CNFJ) 315-243-6157 FLO COMMAYFORIAR, ., Masaru,Abe, JAflo EX
abe, Misaki FORMATL-J4A (CFAY) 315-243-5011 1200 MLC MLC Misaki, Abe. JA Ex
abe, Maoki FORMATL-18 (CFAY) 315-243-5381 C1210E3 MLC MLC Maoki,Abe, 34 Ex
Abenoja, Jimmy C51 (CFAY) 315-243-5741 51 U5 Jirnmy Abenoja Ex
Abernathy, Jason CTR WCTAMS Det Souda .. Jason, Abernath,,, EX
abes, Virginia CIY (CFAY) 315-243-6716 400 CIW SN Yirginia. Abes Ex
abraham, Anil FORMATL-IM CIY MS4& Supply 011-973-1785-6525 Supply CIY JsM Anil. abraharm, IN - EX
Abraham, John FORMATL-IM CIY CTFS3 Cargo 011-973-1785-4125 CTFSS AVUNIT CIY 5N John.Abraham Ex
abraharn, Thomas FORMATL-IM CIYV CTFS3 ... 011-973-1785-9532 CUSTOMER SERVICE CIW SN Thomas.abraham  EX
Abrams, Courkney CMDCM (CFAY) 243-7055 Coo7 CMDCM 1JSH Courtney . Abrams  EX
Abramson, Christopher PO3 USM (MSAMAPY  39-081-568-6728 CMRE - Capodichino M3 U5 Christopher. Abr... EX
abrena, Marites FORNATL-PH CIV N3A TQ 011-973-1785-4104 TQ CIY USM Marites. Abrena E¥
i . ) . .
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